ARTICLE 20
TOWN ADMINISTRATOR
Section 1 Appointments

The Town Administrator shall appoint the officials and multiple member bodies listed in
the table entitled "Appointments Made by the Town Administrator," which is incorporated into
this section by reference.

Section 2 Dates of Submission of Fiscal Documents

As required by Section 5-3 of the Charter, the Town Administrator shall submit the
proposed budget for the next fiscal year on or before the first business day in January.

As required by Section 5-7 of the Charter, the Town Administrator shall submit updates
of the capital plan on or before the first business day in March and September.

Section 3 Qualifications for New Town Administrator

A candidate for Town Administrator shall have a masters degree from an accredited
college or university plus five years of experience or a bachelor’s degree plus ten years of
experience. All relevant experience shall demonstrate the skills needed to perform the duties of
Town Administrator, as those duties are described in Section 4-2 of the Charter. Preferably, a
candidate shall have served as chief administrative officer of a city or town for five years.

Section 4 Procedure for Appointment of Town Administrator

Within one year of the time when it is known that the position of Town Administrator
shall become vacant, the Board of Selectmen may initiate the selection process. Whenever the
position of Town Administrator becomes vacant or within six months of the time when it is
known that the position of Town Administrator shall become vacant, the Board of Selectmen
shall initiate the selection process if the Board of Selectmen has not already done so. The Board
of Selectmen shall initiate the selection process by giving notice of its intention to establish a
screening committee to review applicants for the position of Town Administrator and shall send
a copy of the notice to each town agency or officer responsible for designating persons to serve
on the committee. The Board of Selectmen shall appoint the screening committee not earlier than
twenty-one days nor later than twenty-eight days after such notice.

The screening committee shall consist of nine members. The Planning Board, the School
Committee, the Finance Committee, the Personnel Board, and the Town Moderator may each
designate one person to serve on the screening committee. Persons chosen by the said agencies
may, but need not, be members of the agency by which they are chosen, and, in the case of the
Town Moderator, the person may, but need not, be a member of Town Meeting. The Board of
Selectmen shall appoint to the screening committee all such persons designated, provided that
their names have been received in writing by the day before the screening committee is to be
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appointed. The Board of Selectmen shall appoint any other members to the screening committee
so that the total membership is nine.

Not more than thirty days following the appointment of the screening committee, the
persons chosen shall meet to organize and to plan a process for the solicitation by advertisement
and by other means to receive applications for the position of Town Administrator. The
screening committee shall review all applications received and provide for interviews to be
conducted with such number of candidates for the position as it may decide.

Not more than one hundred and eighty days following the date the screening committee
meets to organize, the screening committee shall submit to the Board of Selectmen the names of
not less than two nor more than five candidates whom it believes to be best suited to perform the
duties of Town Administrator. If the screening committee determines that there are not at least
two candidates qualified to perform the duties of Town Administrator, as those duties are
described in Section 4-2 of the Charter, the screening committee shall report to the Board of
Selectmen that it is unable to complete its assigned task. In that event, the Board of Selectmen
shall direct the screening committee to reopen the search process and the foregoing procedure
shall apply.

Within thirty days following the date the list of nominees is submitted to it, the Board of
Selectmen shall choose one of the said nominees to be appointed to the office of Town
Administrator. If the Board of Selectmen decides not to appoint one of the nominees, it shall
direct the screening committee to reopen the search process, and the foregoing procedure shall

apply.

Upon the appointment of the Town Administrator, the screening committee established
hereunder shall be considered discharged.

Section 5 Town Administration Organization Chart

The Town Administrator shall include a top-level organization chart in the Annual Town
Report.
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APPOINTMENTS MADE BY THE TOWN ADMINISTRATOR

Additional
Name Citation” References™

Building Inspector C.S. laws and rules
Central Equipment Purchasing Committee

Director of Public Works

Animal Control Officer

Insurance Advisory Committee

Parking Meter Maintenance

Personnel Board (B) Art. 24,s. 1

Planning Director (B) Art. 21,s. 3

Safety Committee

Sealer of Weights and Measures C.S. laws and rules
Superintendent of Insect and Pest Control

Director of Recreation and Human Services (C)s. 3-12(b)

Systems Manager

Town Report Committee

Tree Warden

+ The citation indicates the section in the Charter or By-Laws where the Town
Administrator is designated as the appointing authority. If no citation is given, this by-
law should be cited.

++ Further provisions regarding terms of appointment or composition of multiple member
bodies are provided as additional references.
Key: (B) - By-Laws; (C) - Charter; C.S. - Civil Service; Art. - Article; c. - chapter;
s. - section.
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